
I 

I I &..--- - 
OFFICE OF THE SECRETARY OF S T A ~ E  

OF ARCHIVES AND HISTORY 
RECORDS MANAGEMENT DIVISION 

. -  l. .1 . . , 
APPLICATION FOR R~%ORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 7&9M-! for instruction4 on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. I 8’i07/V-0.3 -I____--- 

FOR AGENCY USE ~ 1. Agency Address Examina t i 0  FOR RECORDS MANAGEMENT USE 
c _ I  

Application Number 

87-0 6 5 
4pplication Date Cmnissioner of Insurance 

Insurance Departmetn - R-rSvW3 -~ 604 West Tower - Floyd Wlilding 
200 Piedmont Avenue, S.E. 

Date Received 

Working Title TalepLne Number 

I -.. --- ~ . -  _Ga -.-- 30334 . -__ 
4pplicefion Number 

C. Person to Contact 
656-2076 - -- - - .  . - Administrative Clerk 

-.______m . ,  - . - . -  Mary Jane Johnston 
I .c 

a. XX Estaoitsn Retention Schedule; rekord will continue to accumulate. 
b. 0 Dispose of present accumulation: no further accumulation anticipated. 

). Action Requested 

I~ c. 0 Amend Application No.- ~ Check-One: 0 Chanqe; 0 Supe-e; 0 Vo[d - I 

I. Dates of Series 
!arliest l a t e s t  

Series Title (followed by title used in office; if different) 

_I__ 

1974 I present I Drnestic Ccmpany Examination work papers 
i. Division and Mia Function What is  the function of the Division and the Office in which this record series is created? 

The Carmissioner of Insurance is responsible for kegulating insurance ccmpanies and for 
administering insurancerelated laws; supervising and licensing loan companies making loang 
of $3,000 or less; and enforcing the State’s Fire and Safety Laws and Mobile Mane sales 
regulations. 

The Insurance Division supervises insurance ccmpanies and agents, examines poliq forms, 
policy rates, and administers insurance related la&, and collects premium taxes. 
Division also licenses agents and ccmpanies and investigates conswr complaints. 

?he 

I 

-- - 
r. Rocord Series Desalption 

Documents relating to: 

This file contains the following documents (include form numben and firles, if any): 
Attach samples of the file. 

Examinations conducted under 0. C. G. A. 33-2-11 

‘Ihe examiners work papers and status reports 

I 
I 

- 
Included are: 

Fi le i s  arranged: alphabetically and yearly 
by name of insurance company) 

IÎ - - ---I___ ~ __I--_____. ~ 

3. Monthly Referenca Rate 

One to six months old 
twenty-five months and o l d e r 2 -  7 

3. Annunl Rate of Accumulation of Rerordi 

How often are records referred to which are: 
15 ; Seven to twelve months old -.=-; Thirteen to twenty.four months old d-; 

- 
Letter-size drawers : Legal-size drawers 3 - I  . Shelves ;Other (specify) ~- - 
Current accumulation approximately 3 cubicl , feet. 
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-- 
. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of th is  series in your offlce, or in another offiw or agency? 

- . R w L w ~ -  ' a ~rnwttumintautl- - -- 
11. Retention Requirements T$e following rpquires the series to be kept: 

a. State Law - years. d. Audit period b y e a r s .  
b. Statute of limitation - years. e. Administrative need 1 0  -.years. 
c Federal law years. f. Federal reteqtion instructions years. 

Attach copy or excerpt of I ws r r gulations. Explain admin'strative need. 
lo rk ing  p a p e r s  nee%e$ {or r e f e r e n c e  when c u r , r e n t  e x a m i n a t i o n s  being conduc ted .  
'en y e a r  r e t e n t i o n  w i l l  i n s u r e  t w o  ( 2 )  p rev , ious  e x a m i n a t i o n ' s  working p a p e r s  
.re a v a i l a b l e  when c u r r e n t  e x a m i n a t i o n  i s  b e i n g  conduc ted .  8/7/89. NRF.  

~ 

2 A D O ~ O W ~  Disposition Instructions This agency recammends that i : ~  f i le series be cut otf ar thb end of each: 

XA Calendar Year; Fiscal year; 0 Other - -then, 

XX Hold in the current files area 
0 Transfer to local holding area, hold 
a Transfer to State Reoords Center: hold --6%k.-year(s); then 

month(4 d year(s1; then . 
-year(s); then 

Wr Destroy. ! 
0 Transfer to State Archives for permanent retention. 

0 Other (Specify/ ! 

Examiner on 8/7/89. NRF. I 
j 

I 
! 

! 

l e v i s i o n  t o  a p p l i c a t i o n  approved  by Donald Walker ,  A s s i s t a n t  q i rector-  Chief  
I 

- .  
I 

These instructions apply to a l l  prior and future accumulations of the series. 

'f disapproved, attach letter 

- _-_ 


